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1 Purpose

The purpose of this document is to provide an overview of the upcoming fiscal year changeover
process for local Finance Defense Travel Administration (FDTA). This includes Lines of
Accounting (LOAs) rollover and copy functions, as well as setting up associated budgets for the
new fiscal year.

1.1 Reference Materials
The following references contain additional information on the fiscal year rollover process:

Document Available From

DTS Defense Travel Administration Guide (Manual) www.defensetravel.osd.mil
(Training section — DTA Guide)

DTS Financial Field Procedures Guide www.defensetravel.osd.mil
(Document Library section)

DTS DTA Guide to Processing Authorizations for the www.defensetravel.osd.mil

New Fiscal Year (Document Library section)

2 Overview

During the organizational setup process, the Finance DTA (FDTA) establishes LOAs and
corresponding budgets, and then maintains them with the DTA Maintenance Tool and DTS
Budget Module. Every fiscal year, some of the elements in the LOAs (and corresponding
budgets) require modifications to reflect the new fiscal year. The rollover and copy features
available in DTS make this process easier for the FDTA.

The FDTA first identifies the LOAs that will continue to be used in the new fiscal year. Once
identified, the FDTA determines which method (either rollover or copy) should be used to
transfer the LOA to the new fiscal year. The Fiscal Year Rollover feature should be used for
LOAs when the only data element changes relate to the fiscal year (see section 3). For LOAs in
which other data elements require change, or for no-year or multi-year LOAs, you should use the
Copy feature (see section 4).

If the FDTA has previously defined a default LOA for travelers in the organization, the FDTA
must change the default LOA in the travelers’ profiles to reflect the new LOA. Otherwise, the
travelers’ documents for the new fiscal year could result in an incorrect accounting action.

3 Fiscal Year Rollover Feature

The Fiscal Year Rollover function does the following:

1. The program automatically updates elements related to fiscal year to the new fiscal year.
All other data elements within the LOA will be copied exactly into the new LOA. The
following table shows the fiscal year elements the program automatically updates for the
current format maps:
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2.

Format Map Fiscal Year Elements that will be updated

AF 1, 8/1/2001 Account 2: FY
Account 3: PY

ARMY 3, 6/6/2003 Account 2: FY and PY

DBMS 1, 8/1/2001 Account 2: FY

MC 1, 8/1/2001 Account 2: FY and PY

NAVY1, 8/1/2001 Account 2: DFY
Account 3: BFY and EFY

WAAS 1, 8/7/2002 Account 2: Only FY
Note: The change converts to 1 position
instead of 4. Example: If this field had “2003”
the rollover will change to “4” instead of
“2004”

EBiz 2, 2/20/2003 Account 2: FY

The program assigns the LOA label using the previous label, but changes the first two
positions of the label to reflect the fiscal year. For example, if the current LOA label is
“03 Training,” then the label for the next fiscal year will be “04 Training”.

The program creates an empty budget shell for the new LOA with the same accounting
elements as the previous fiscal year’s budget shell. The FDTA will need to edit the new
budget shell in the DTS Budget Module to add funding authority as determined by the
Resource Management Office. In addition, the FDTA may need to modify the elements
that changed during the LOA rollover.

The program provides a confirmation message to indicate how many LOA(s) and empty
budget shell(s) were successfully created from the rollover function.

3.1 Steps to Rollover the LOA and Create the Budget Shell

1.

Access the DTA Maintenance Tool and select the Lines of Accounting option.

2. The Search Lines of Accounting screen will be displayed. Use this screen to search for
the LOAs that need to be rolled-over and used in the new fiscal year.

3. Select all LOAs that should rollover by placing a checkmark next to the applicable LOA.

Then select the Rollover Selected (on this page) button to continue with the next screen.

Saved Date: 9/22/2003 1:00 PM 2

This document is controlled and maintained on the DTS Management Website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



DTS DTA Guide to Establishing LOAs and Budgets for the New Fiscal Year DTS-01236-1.0

A DTA Maintenance Tool - Microsoft Internet Explorer =5 x|
File Edit visw Favorites Tools Help
=7 o
Defense Travel System SR -
A New Era of Government Travel ;E;mgignégﬁwaﬁé;nsq‘znna,mwsm DTA Maintenance
DTA Tools: Lines of Accounting = Search LOA(s) | Create LOA(s)
el
Lines of Accounting (Search Results) -
I Sub Orgarzatons. o Label
Format Map Unbudgeted LOALs) Only: Mo
Delatsaglnimﬂtninver Edit Qrganization Name Label Farrnat Map
r [undate | com|  HPMOT 03 OMavyl AN 1, 8012001
C Update M HPMO1 03 DEMO ARMY 3, B/B/2003
I Update MI HPMO1 03 EXPENS 2530 WAAS 1, 87,2002
C Update ﬂl HPMO1 03 LOC TvL 2530 WWAAS 1, Bf7 /2002
r Update ﬂl HPRO1 03 Mavyl RAWY 1, 8/1/2001
C Update ﬂl HPMO1 03 Mavy2 MAWY 1, 8/1/2001
r Update ﬂl HPMO1 03 PERDIEM 2530 WWAAS 1, 8/7/2002
¥ Update ﬂl HPMO1 03 TRNG FEES NAWY 1, 8172001
C Wiew HPMO1 03DEMO Blank LOA Format
/ I Update MI HPMO1 03GEMERAL ARMY 3, 6/6/2003
Place checkmark Delete Selected(on this page) - |1EI — Rollover Selected (on this page)
in the LOA’s you Nes Select this button to =
wish to rollover rollover the LOA’s &
and create a blank §
budget shell -
flistart |J ™ & 5 |J y5ent ttems -... | BHelpFuRtint. .. | £]Defense Tra... | &)pefense ra...| @Dutumenﬁi-mlmmm JuE M:

Note: The LOA(s) to rollover are listed by organization, LOA label, and format map.
The label is the only identification displayed in the list; the FDTA cannot view the
complete data elements of the LOA in this feature. The FDTA should use the Update
feature to view the full 10 X 20 data elements and verify the LOA as a candidate for
rollover.

4. The screen for Rollover Line(s) of Accounting (New empty budget shell(s) will be
created) will be displayed. It will display the list of selected LOAs with the
Organization Name, LOA Label, and Format Map. In addition, there will be two input
fields for Fiscal Year. Enter the new fiscal year for the LOA(s) and the empty budget
shell(s). The Rollover Line(s) of Accounting button, when selected, will create the new
fiscal year LOAs and the empty budget shell(s) for the corresponding new fiscal year.
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3 DTA Maintenance Tool - Microsoft Internet Explorer -5 x| B

Fle Edit View Favortes Tools  Help
= | el

2

User Mams: Lauis Theodore =

DTAHome | Help | Logout =

Organizelion Access: HPMOT

Esfel?sef !raVEI St)f[StellTl Group Access HPMOT - HPMOT °

ew Era of Government Trave Permizsion: 0,1,2,5,6 I ]

Fun Date: Septemier 04, 2003 - 10:16 EDT DTA Maintenance

DTA Tools: Lines of Accounting > Search LOA(S) | Create LOA(S)
el

Rollover Line(s) of Accounting (New empty budget shellis) will be created ) " Required -

Rollover LOA(S) to Fiscal Year™ |2004

Empty Budget Shell(s) Fiscal Year™ [2004

Qrganization Name Label Fuormat Map
HPMO1 03 TRNG FEES MAWY 1, B/1/2001

\ Rollover Line(s) of Accounting | Cancel

Required to provide fiscal year to be used for LOA and budget shell.

| HOSOINH

K1

#lystart |J ™ & 5 |J {y5ert Ttems -... | EHelpFubtint .. | &pefensa Tra... | &efense Tra... | Ejpocumenta - |[EiDTAMant. 2Bl @ OM L 5 1023am

5. DTS will display a confirmation message that indicates the number of rollover LOAs and
empty budget shells created.

6. Proceed to section 5 to update the budget shell.

4 Copy LOA Feature

The FDTA should use the Copy LOA feature when data elements change from one fiscal year to
another (i.e., changes that are in addition to fiscal year-related elements). The FDTA should also
use this feature for no-year and multi-year fund(s). Note: If the only data elements that require
change are related to the fiscal year, refer to section 3, Fiscal Year Rollover Feature.

The LOA Copy function does the following:

1. The program allows you to copy all of the elements of an existing LOA to create a new
LOA for another fiscal year. This must be done on an individual basis — you can only

copy one LOA at a time. Note: This does not change the fiscal year-related elements in
the LOA.

2. The screen will display the format layout and the elements from the existing LOA. The
program allows you to name the LOA label used for the LOA and budget shell. The
FDTA must change the data elements within the LOA, as necessary, to reflect any
changes required for the new fiscal year.
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3. The program creates an empty budget shell for the new LOA with the same accounting
elements as the previous fiscal year budget shell. The FDTA will need to edit the new
budget shell in the DTS Budget Module to add funding authority as determined by the
Resource Management Office. In addition, the FDTA may need to modify the elements
that changed during the LOA rollover.

4.1 Steps to Create the LOA and Budget Shell When Using the Copy
LOA Feature

1. Access the DTA Maintenance Tool and select the Lines of Accounting option.

2. The Search Lines of Accounting screen will be displayed. Use this screen to search for
the LOAs needed in the new fiscal year.

3. Select the Copy button next to the LOA to create the new fiscal year LOA. This must be
done on an individual basis —only one LOA can be selected at a time.

4. After selecting the Copy button, the Copy Line of Accounting (A new empty budget
shell will be created) screen will be displayed. This screen displays the selected LOA
data elements based on the Format Map, and the FDTA can then update the data
elements.

The FDTA should check and update the following fields:

Field Label Comments

Empty Budget Shell Fiscal Year * Enter the 4-digit year for the new fiscal
year.

LOA Fiscal Year* (under the heading This field will be pre-populated by default

“Label”) based on the selected LOA. You will need

to enter the 2-digit year for the new fiscal
year. This will be used as part of the label
name.

LOA Name* (under the heading “Label”) | This field will be pre-populated by default
based on the selected LOA using the label
value. If the LOA name changes for the
new LOA being created, then update this

field.
Fiscal Year related elements (under the Update the necessary fiscal year-related
heading “LOA Data Elements”) elements (such as FY, PY, DFY, BFY,

EFY) in the format map to reflect the new
fiscal year. The copy function does not
automatically rollover the values.

Remaining Data Elements (under the Make any other changes to the remaining
heading “LOA Data Elements”) data elements in the format map, as
necessary.

* Denotes required field
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5. Click the Save Copied Line of Accounting button to create the new fiscal year LOA and
the empty budget shell for the corresponding new LOA.

3 DTA Maintenance Tool - Microsoft Internet Explorer B x|E
Fle Edt Vew Favorites Tools Help
Nl
=l =
Defense Travel System S
A New Era of Government Travel ;.Efn'".f;g"égiaﬁéf; gq‘ 01043 EDT DTA Maintenance
DTA Tools: Lines of Accounting > Search LOA(S) | Create LOA(S)
=]
Copy Line of Accounting (A new empty budget shell will be created.) * Data Required .|
Format Map: MNAVY 1, 8172001
Organization Name: ™ lm
Empty Budget Shell Fiscal Year * l— (4 digit year)
LOA Fiscal Year. * |3_ (2 digit year)
LOA Name: * |Nawy1 COpy feature - ||
LOA Data Elements after  selecting
“copy” on LOA
Aecount 1 AAA or DTST: © [045324 (B ar OTST) search results
DTST Subfelt (i screen. User then
per. fi7 (2) changes data
Account 2 et [ (2) elements as
oFv: o3| (2) necessary and
selects the ”Save”
Ei |2— (1 button.
EFY: ff (1) §
Account 3 APPN 1804 (4) a
SUBH:  [70BA | (4) 3
oc: lozig | i T

pocument -..|[E)DTA Maint...  [\o, Bl @ O S ln 1021an

=

|® @ s |J £y5ent Items-‘..l @HelpFu\-H\ntu.l & pefense Tra”.l §Defense Tra..‘l

lstart

6. Proceed to section 5 to update the budget shell.
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5 Update the Budget Shell After Creating New Fiscal Year
LOAs from the Copy or Rollover Feature

5.1 Steps to Update Budget Shell (Budget Targets)

1. Access the DTS Budget Module from Administrative drop-down menu on the DTS home
page.

2. Select Budget to go to the main budget screen (screen ID 1135.1), where a list of budgets
will be displayed based on the fiscal year and organization. Enter applicable fiscal year
or organization in the search criteria: then click the Show Budgets button to display
available budget shells.

4 Budget List - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help

Logged Inas:  Alezander Addison Screen ID: 11351 Close Window
Traveler Name: Mlexander Addison Current Mode:  Budzet: Help for this screen
Defense Travel System Avawtabllwly Reports  Fiscal Year  Setup

AenEmotGnenmentie! S

o
E
2
v

5

The following list shows the budgets and total budgeted amounts for the specified fiscal year and organization(s). To show budgets far other
fiscal years, enter the year and click "Show Budgets.” To show budgets for another organization, sslect the organization and click "Shaw
Budgets," To create a new budgst, click "Create Budgst," To update the budgsted amounts or sccounting code slements for & budgst, click

=l

“edit.” To remove a budget, click "remowe

Ficavear ;. foos | <@——  Enter applicable fiscal year and

Organzation: [Pt 7] organization to bring up the appropriate
srowsugsts | creatoBusst | budget shell

Edit Remove Organization Budget Qtri Qtrz Qtr 3 Qtrd Total

» edit » remove HPMOT 04 OMavy 1 0 a 0 a 0
» edit > remowe HPMOT 0 DEMO 0 a 0 a 0
» edit » remove HPMOT 04 Mavy1 0 a 0 a 0
> edit » remove HPMOT 04 TRNG FEES 0 a 0 a 0

Blank budget shell is created _print rview |
from either the rollover or
the copy feature. Select

“edit” to input available B
i 0 - =
funds. Procesd ta the falwing pags: Budget 8
g
E
il start |J ™ @ |J £Mysent Ie... | HeIDFu\—H.Hl @Defanse..] Ducumen..‘l @Defanse...| £1Budget L... \h%(ﬂ%@ O L85 1nzeam

3. Look for the Budget label that was created during the rollover or copy process. Select the
Edit link next to the Budget label.

4. The Edit Budget Item screen (screen ID 1134.1) will be displayed. Verify the section
labeled LOA Accounting Code Elements to ensure the elements reflect the new fiscal
year LOA that was created during the rollover or copy process. The section for Amount
Budgeted for Each Quarter has a column that is labeled Adjustment to Budgeted
Amount. This is the field for the budget target amounts. Typically, only the first
quarter target can be loaded immediately after fiscal year rollover.

Saved Date: 9/22/2003 1:00 PM 7

This document is controlled and maintained on the DTS Management Website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



DTS DTA Guide to Establishing LOAs and Budgets for the New Fiscal Year

DTS-01236-1.0

/A Edit Budget Item - Microsoft Internet Explarer

File Edit view Favorites Tools  Help

-5

Budget:

First:
Second:
Third:
Fourth:

Total:

i start H ] & 5 H EBsent tte... | @]Helprult...| &1Defense ... | Epocumen. .| & psfense ... |[E3Edit Bud...

Use this screen to update the budgeted amounts for each fiscal quarter,

Organization: HPMOT »

0 TRMG FEES

Amount Budgeted for Each Quarter

current Adjustment to
Budgeted Amount

Budgeted Amount
o 100000

o
0
o

0

DTS budgets are adjusted by expenses allocated by LOAS when a document is approved. Click on the
Accounting (LOA) ko use for this budget, or enter the LOA Accounting Code Elements below,

LOA Accounting Code Elements

* Copy an existing LOW to this budget

MCCT1: lﬂﬁﬂﬁﬂﬁ"—
ACCTZ: IW
scers: [iaomome Tt
accTa: [oniaooesess
MCCTR: lnmnma“—

Close: I

Enter the adjustment for each fiscal quarter. Negative amounts reduce the budgeted amount.

Current
Obligated Amount
0 o

o
Ll
o

o

Available Amount

to select an existing Line of

ACCTE: l"""—
ACCTF: l%=
ACCTE: l“—
AT l“—
aceTi: [DsonoeaattrRAs |

Verify data
elements in the
LOA and input
funds availability
based on direction
from resource
manager.

e |

5. Select the Save button to complete the process.

EEEE] --uwo B[

&

=

| yosooi

[«

LEFoOm L s wmam

6. Repeat the process for each empty budget shell that was created during the rollover or

COpY process.

6 Creating a Tracking Budget Item for New Fiscal Year

To correctly fund and process documents that include travel that crosses the fiscal year, the
FDTA should use the DTS Budget Module to create a tracking budget item for the new fiscal
year using the current year’s LOA elements. For example, an FDTA preparing for the FY 04
rollover would create a FY 04 budget item for the FY 03 LOA. Note: The tracking budget item
created for the new fiscal year will need a different budget label than any that have been used in

previous years (see section 6.1, step 6).

6.1 Steps to Create Tracking Budget Item for New Fiscal Year

1.

Access the DTS Budget Module from Administrative drop-down menu on the DTS home

Select Budget to go to the main budget screen (screen ID 1135.1) where a list of budgets
will be displayed based on the fiscal year and organization. Enter the new fiscal year and
applicable organization, and select the Create Budget option.
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i Budget List - Microsoft Internet Explorer

File Edit wiew Favorites Tools  Help

Edit
» edit
» edit
» edit
» edit
» edit

» st

Logged In As:
Traweler Mame: #sry Zarconia

Mary Zarconia

Defense Travel System

B

Fiscal Tear (vVr): [2004]

Organization:

Show Budgsts

Remave

> remowe

> remowe

» remowe

> remove

> remowe

> remowe

> remowe

> remowe

Current Mode:  Budget

Screen ID: 1135.1

AvsiLahil(ty

47

HPMOZ hd

Create Budgst

Organization
HPMOZ
HREMOZ
HPMOZ
HPMOZ
HPMCZ
HPMOZ
HPMOZ

HPMOZ

Budget

03 Crossover

03 DEMO

03GEMERAL

O3TRAINING

04 Crossover

Crossover

UNMBUDGETED

WILD

Reports

Close ifindou

Help for this screen

Fiscal Year Setup

The fallouing list shows the budgsts and total budgsted amounts for the specified fiscal year and organization(s). To show budgsts for other
fiscal years, enter the year and click "Show Budgets.” To show budgets for another organization, select the organization and chick "Show

Budgsts." To creste a new budget, click "Create Budgst.” To update the budgeted amounts or accounting cods slements for a budgst, click
"edit.” To remove a budget, click *remove.”

Enter applicable fiscal year and

organization

qtr Qtrz qtr 3 Qtra Tatal
30,000 30,000 30,000 30,000 120,000
1,000,000 1,000,000 1,000,000 1,000,000 4,000,000
1,000,000 1,000,000 4,000,000 1,000,000 4,000,000
1,000,000 1,000,000 1,000,000 1,000,000 4,000,000
30,000 30,000 30,000 30,000 120,000
10,000 a 0 a 10,000
0 a 0 a 0
1,000,000 1,000,000 1,000,000 1,000,000 4,000,000

Print Preview
flistart |J ™ & 5 |J B erep for Ft Rolo... | &]psfense Travels...| &Jpefense Travels... |[& Budget List - ...

L«

| HOSOINH

LEGOmOTE zisem

3. In the Create Budget Item screen, input a budget label for the new tracking budget. The
budget label should not duplicate the name of the label used to track funding in a
previous fiscal year. The FDTA should, however, use a similar label to identify the
budget. For example, if the budget label for FY03 funding was “03 Admin”, the FDTA
could use “Admin 03” to track the funds in the new fiscal year budget (FY04). Note: If a
duplicate budget label name is used, the DTS Budget Module will not track the funding
correctly for DTS travel documents that cross fiscal years.
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A Create Budget Item - Microsoft Internet Explorer

File Edit view Favorites Tools  Help

-5

Select an orzanization and enter a name for the new budget.

Organization:  [Pwoz 7| Budget label for the new fiscal year
Budget: [acismer  ——— tracking budget cannot be a duplicate of
the budget label used in the current/
previous fiscal year.

Enter amounts budgeted for each quarter.

Amount Budgeted for Each Quarter

Total Amount Adjustment Obligated Available
First: [ooon i [ i
second:  |o i [ i
Third: IJ— o o o

Fourth: ul o o o
Total: u Ll 0 Ll

DTS budgets are adjusted by expenses alocated by LOAs when a document is approved. Click on the link. to select an existing Line of
Accounting (LOA] to use for this budgst, or enter the LOA Accounting Code Elements below,

LOA Accounting Code Elements

«4—— Step4

MCCTH: 0261W— ACCTE |2

WCCTZ: W ACCTZ: 0289137
MCCT3: 35“5501““— ACCTED |

sccta: [oawrmr~ accTe: |

ACCTE: |~21T2" ACCT10: |~"D3GENERAL ja

Close I Save |
=l
| BFrep for Py Ralo... | & Jpefense Travel .. | &1Defense Travel s... |[&Create Budget .. EDocumentt -tcr...| [l B @ E@E, 221

| yosooi

i start H ™ & 5 B

4. From the Create Budget screen, select Copy an Existing LOA to this Budget. This
will display the Accounting Codes screen (screen ID 1077.2).

5. From screen ID 1077.2, select Copy next to the current year’s LOA label. This will
display the Copy Accounting Elements screen (screen ID 1076.3).

/2 Accounting Code List - Microsoft Internet Explarer

File Edit view Favorites Tools  Help

B

Logged Inds:  Mary Zarconia Screen ID: 1077.2 Close Window
Traveler Name: Mary Zarconia Current wode:  Budget Help far this screen
Defense Tra\'el System Budget Availability Reports Fiscal Year Setup

B

Select an existing LO4 to use with the new budget,
Organization: HPMOZ -
Budget: HQ Crossaver
Copy Organization LOA Label LOA hecounting Code Elements
6671007 57 3734007 30" 76 88231013701 ™~~~ 0409~ 6671007127
»ocopy | HPMOZ 113 Crossawst CMZO001 A
Z2ZZITZCI003°9ETE LT B G 3486~ -t TERUVT “SH ™ 47 “TUY “345658 ™
= copy  HPMOZ 03 DEMO L) TR BETR S
034030 21200320202~ 10671 37669, BF “CAZ00~ QSLP~26FE
copy | HPMOZ QIDEMO ABZZ“WORMNAA™ ~"034030 "™ ~GAZRGT
026113972003 01002001 356601 ~~" O4WH3 1~ ~"21T2 "~~~ ~"028113~
* COpe HPMOZ D3GEMERAL A AIGENERAL
034030 21°2003 2020 2" 573106 ™1 37579 BD"CAZ00 " QSUP~"26FB~
¥ ooy HPMOZ CETRAINING AB22WORNAL ™ 34030 -~ ~ G1ZEIF~
BET00™ 6744 “3400> 304~ 7&B8-231013°01~ =~~~ 0409+ 66710012~
»copy  HPMOZ 04 Crossover i Bl
* COpy HPMOZ 0GC Test 2165654~ 4R6R4ER6~ © ~* 674796
> copy  HPMOZ WILD 12345 “6843°T ™~ 23456 “CP 000 000~
= copy  HPMOZ WILD1 123457 “6543°T1* 23456 °PE~ 000~ 000
Return =
o
=
Select “copy” from the g
applicable LOA you need B
to carry-over .| &3pefense Travels... | &7pefense Travels... | [Eaccounting Cod.. Epecument -mier...| [Ln B g @ @D, 220
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6. DTS displays all the data elements for the LOA selected (screen 1076.3). If you don’t
require all the data elements, de-select them to remove the check marks; then click the
Copy button, which will save the data and return you to the Create Budget Item screen.

aA((nuntim] Summary Report - Microsoft Internet Explorer B
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Copy the folloiing slements to the current budget item. Uncheck the slements that don't apply.
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Proceed to the folowing page: Budget - Continue

All data elements from the
LOA are defaulted to copy
over. De-select as
appropriate and select
“Copy” button to save.
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7. In the Create Budget Item screen, input a first quarter budget amount that is sufficient
for processing all DTS travel documents affected by the fiscal year rollover; then click

the Save button.
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Select an orzanization and enter a name for the new budget.

Organization: POz = Insert a funding level in the 1¥ quarter
Budget: H Crossover of the budget in an amount sufficient

enough to cover the documents that are
affected by fiscal year crossover.

Enter amounts budgeted for each quarter.

Amount Budgeted for Each Quarter

Total Amount Adjustment Obligated Available
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Total: u Ll 0 Ll

DTS budgets are adjusted by expenses alocated by LOAs when a document is approved. Click on the link. to select an existing Line of
Accounting (LOA] to use for this budgst, or enter the LOA Accounting Code Elements below,
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*! Copy an existing LOA to this budaet

MCCTH: |0ZE13~ ACCTE |2

ACCTZ: |97 2003010072001~ ACCTZ: 0289137
MCCT3: |35°6R01~ ACCTED |
BCCT4: [DewHI1~" accTe: |

ACCTE: |~21T2" ACCT10: |~"D3GENERAL ja

Close I Save
| =l
Hstart ||| 1) & 5 [ || BYeron for # Rolla.. | &Dsfonse Travel ... &1pefonse Travels...| [ create udget .. @toumentt -ter.. | [l B @ EO' %L, z2irm

| yosooi

Saved Date: 9/22/2003 1:00 PM 11

This document is controlled and maintained on the DTS Management Website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



DTS DTA Guide to Establishing LOAs and Budgets for the New Fiscal Year

DTS-01236-1.0

8. Repeat this process for all LOAs used to fund DTS travel documents that crossed the
fiscal year. The following shows what the next fiscal year budgets may look like,
showing the “current” fiscal year (FY03) Budget Item.

2} Budget List - Microsoft Internet Explorer
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Logged In s Mary Zarconis
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Budget qtr 1
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Print Preview

Proceed to the following page:
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Reports
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Help for this screen

Fiscal Year Setup

The fallouing list shows the budgsts and total budgsted amounts for the specified fiscal year and organization(s). To show budgsts for other
fiscal years, enter the year and click "Show Budgets.” To show budgets for another organization, select the organization and chick "Show
Budgsts." To creste a new budget, click "Create Budgst.” To update the budgeted amounts or accounting cods slements for a budgst, click
"edit.” To remove a budget, click *remove.”
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This shows the end result — funding
in the 1% quarter for “HQ Crossover”
budget.
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